
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC

NOAA Form 56-28A U.S. DEPARTMENT OF COMMERCE 
(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION 

NOAA COMMISSIONED OFFICER BILLET DESCRIPTION 

TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC 
FROM: 
ROUTING CODE: 
ADDRESS: 

PHONE NUMBER: 

THRU (Liaison Officer): 

BILLET TITLE: BILLET #: 

RANK REQUESTED: (0-2. 0-3, 0-4, etc.) 

GS/GM EQUIVALENT: 

(This block to be completed by liaison officer) 
IS THIS A NEW BILLET: YES NO 
BILLET PRIORITY: A, B, C, R 

IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER: 

EDUCATIONAL REQUIREMENTS: 

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...) 

1. GENERAL DESCRIPTION OF BILLET: 

2. DUTIES AND RESPONSIBILITIES: 
a. Is this a supervisory billet? YES NO 
b. If so, state number and grade of personnel supervised. Number: Grade(s): 

http://www.noaacorps.noaa.gov/bdindex.html


3. CAREER DEVELOPMENT OPPORTUNITIES: 

4. ADDITIONAL COMMENTS: 

SIGNATURE OF SUPERVISOR: DATE: 


	Liaison Officer: 
	From Name: Daniel J. Basta
	Routing Code: 
	Address: Silver Spring, MD
	Telephone Number: 3017133125
	Telephone Extension: 
	Billet Title: Chief of Staff Office of Marine Sanctuaries
	Billet Number: 7602
	Rank Requested: O-5
	GS_GM Equivalent: 
	New Billet_Yes: 
	Immediate Supervisor: 
	Title: Director, Office of Marine Sanct.
	Supervisor_Telephone Number: 3017133125
	Supervisor Telephone Extension: 
	Educational Requirements: 
	Other Qualifications: 
	Billet Description: The Chief of Staff for the National Marine Sanctuaries System, managed by the Office of Marine Sanctuaries, NOS, is responsible for the efficient and effective operation of the National System functions and activities, including the principle program functions of science, operations, resource management, an education, and outreach.  The officer shall have the lead position for the national program office in overseeing the process and flow of information on planning, budgeting, personnel and activities within and among the headquarters branches, plus the thirteen individual sanctuary sites to insure the best possible performance throughout the NMSS.  The System consists of thirteen field sites and a HQ center.  The billet resides in the HQ at Silver Spring, MD and involves occasional travel.
	Supervisory Billet_Yes: 
	Supervisory Billet_No: 
	If Supervisory Billet_Number: 
	If Supervisory Billet_Grade: 
	Duties and Responsibilities: The incumbent shall work closely with the Director and Deputy Director on a daily basis to insure the efficient and timely operation of the NMS system.  This includes:  attending daily planning meetings, functioning as part of the Executive Team through coordination of units and, overseeing the integration of issues among the HQ branches and timely completion of tasks and deadlines as necessary, and as determined by the incumbent or as assigned by the acting Director.The officer shall direct and integrate the activities of the Administrative staff and supporting personnel and provide direction and instruction to the branch chiefs, site managers, and other to effect the efficient operation of the national system.  The officer will assist in the review of proposed policies developed at HQ or the field sites.  The officer will receive and evaluate Congressional inquiries and assign these for appropriate action.  The officer will also maintain awareness of the current budget and personnel situation, both in terms of planning and execution, as these are being tracked and developed by the appropriate branches at the HQ office and field sites.  The officer may act on behalf of the Directorate in the absence of the Deputy Director, will represent the Office of Marine Sanctuaries to NOS as necessary.
	Career Development Opportunities: 
	Additional Comments: 
	Supervisor Signature Date: 
	New Billet_No: 
	Billet Priority_A: 
	Billet Priority_B: 
	Billet Priority_C: 
	Billet Priority_R: 
	Return to Billet Description List: 


